
Presentation to Legislative Government Oversight Committee 
April 29, 2010 

Job Descriptions 
On March 15, 2010, IASB provided the Government Oversight Committee with a list of all 
employee salaries that are over $100,000 for the 2009-10 fiscal year, and IASB will report those 
on the new 990 form.  

The committee also asked for job descriptions. IASB has updated all of those to ensure they 
accurately reflect employees’ current work, and job descriptions for those people are attached.  











Iowa Association of School Boards  
Job Description 

Job Title: National Marketing Director
Person in the Position: Pat Ricci 
Responsible to: Chief Financial Officer, IASB 
FLSA Status: Exempt 

Essential Job Duties:
Market and direct sell LGS’s online Payment service, PaySchools.  Develop and service strategic partnerships with 
the state school board associations, other associations and other software vendors in the student information system 
and school lunch arena. 

Qualifications:
1. 4-year business and/or marketing degree with at least 7 years experience. 
2. Demonstrated expertise in sales, project management and product improvement. 
3. Experience in maintaining confidentiality of financial and proprietary information. 
4. Knowledge of public school structure. 

Essential Job Functions: 
1. Devote full time and best effort to performing services for LGS entities, as directed. 
2. Ensure the PaySchools name is in front of the national target audience by: 

a. Developing effective marketing materials. 
b. Hosting product demonstrations, exhibiting at education trade shows, providing online payment education 
      sessions at conferences and conventions. 
c. Using marketing channels to develop customer leads.  Providing product information, responding to 
      customer requirements and signing up schools for the PaySchools program. 
d. Networking through current PaySchools users to develop new business opportunities. 

3. Identify and sign PaySchools channel partners, continually. 
4. Monitor the enrollment, materials distribution, setup call, IT coordination and school support processes.  
5. Contact point for existing customers. Respond to customer requests and work with development team to define 
      product improvements. 
6. Provide monthly transaction reporting to participating state school board associations. 
7. Report concerns/problems to IASB’s CFO and recommend improvements. 

Associated Functions: 
1. Project positive, optimistic image to staff, IASB members, vendors and others. 
2. Exhibit personal accountability and initiative by:  

a. Adhering to the staff operating principles. 
b. Following LGS/IASB procedures. 
c. Accepting new challenges. 
d. Incorporating new learning. 

3. Proofread and edit written materials accurately. 
4. Perform other duties as assigned for the efficient and effective operation of LGS/IASB. 

Physical Requirements:
1. Able to work off-site and travel nationwide. 
2. Able to communicate electronically. 
3. Able to drive a car. 

Working Conditions: 
Extensive travel; working in school districts and general office environments. 



Terms of Employment: At will. 

Evaluation:
Performance of this job will be evaluated in accordance with this job description, LGS/IASB's evaluation policy, 
and staff operating principles. 

This information is not designed to be a complete inventory of the job duties, responsibilities, and qualifications. 
Rather, it is designed to give the general nature and level of work to be performed by employees assigned to this 
job.

Revised: April 2010 

LGS/IASB reserves the right to change this job description for the  
efficient and effective operation of this association. 















Iowa Association of School Boards 
Job Description 

 
Job Title:  Director of Member Relations 
Person in Position:  Connie Maxson 
Responsible to: Executive Director 
FLSA Status:  Exempt 
 
April 9, 2010: This draft job description is currently under study and review and is subject to 
change. 
 
 
Qualifications:   
1. Master’s degree or equivalent in an educationally-related area. 
2. Knowledge of school board roles and responsibilities and issues that impact student achievement. 
3. Demonstrated interpersonal relationship skills and project management skills. 
4. Excellent written and oral communication skills.  Public speaking experience required. 
 
Essential Job Functions: 
1. Consult with IASB management and administrative staff on marketing and member relations issues and 

strategies. 
2. Make recommendations, based on facts and judgment, to support our members. 
3. Lead, monitor, implement and evaluate communication strategies to support the work of the members of 

the association. 
4. Monitor and analyze member satisfaction and needs and develop strategies to increase participation in 

IASB activities and services. 
5. Get tools to the districts that they can use in their work—articles, web sites, etc 
6. Develop and implement communication strategies to support the internal work of the association. 
7. Collaborate and assist in the implementation of association goals. 
8. Collaborate with other state education organizations to further the mission and purpose of public 

education in Iowa. 
 
Associated Functions: 
1. Project positive, optimistic image to staff, IASB members, vendors and others. 
2. Exhibit personal accountability and initiative by: 

a. Participating fully and effectively in staff accountability processes.  
b. Adhering to the staff operating principles. 
c. Following IASB procedures. 
d. Practicing effective teamwork. 
e. Accepting new challenges. 
f. Incorporating new learning. 

3. Coordinate multiple projects simultaneously and work under deadline pressure. 
4. Identify priorities among projects, seeking assistance when necessary. 
5. Perform other duties as assigned for the efficient and effective operation of IASB. 
 
 
Physical Requirements:  

1. Able to sit at and operate a computer for extended periods. 
2. Able to occasionally lift and/or carry materials or equipment over 10 lbs. 
3. Able to occasionally walk and/or stand for extended periods. 
4. Able to drive a vehicle. 

 
Working Conditions: 
General office environment with intermittent travel statewide. 
 



Terms of Employment:  At will 
 
Evaluation: This position will be evaluated in accordance with this job description, IASB’s evaluation 
policy and the operating principles. 
 
This information is not designed to be a complete inventory of the job duties, responsibilities, and 
qualifications. Rather, it is designed to give the general nature and level of work to be performed by 
employees assigned to this job. 

  
 
Being Revised: April 2010 
 
 

IASB reserves the right to change this job description for the 
efficient and effective operation of this association. 

 
 
 



 
  April 9, 2010, Working Document for Development of job description: 
 
 
Defining the functions of the Director of Member Relations: 
 
Purpose:  The purpose of the Director of Member Relations position is to ensure strong 
connections exist between and among the association staff, board/superintendent teams, and other 
groups that serve public schools. 

  Support translation of content into practical application for board members and 
superintendents 

  Ensure seamless/integrated functioning across all areas of the association 
  Connect with other educational organizations to ensure consistent two-way messaging 
  Connect members with current legislative issues and provide support to develop their 

advocacy 
  Support the analysis of member needs in relation to services provided 
  Coordinate two-way communication between the association and all partners 

 
Essential Job Functions: 

  Plan, develop, implement and evaluate strategies for accomplishing the goals of improved 
member relations. 

  Develop annual plans and budgets for member relations activities. 
  Project positive, optimistic image to staff, IASB members, vendors and others. 
  Exhibit personal accountability and initiative. 
  Coordinate multiple projects simultaneously and work under deadline pressure. 
  Identify priorities among projects, seeking assistance when necessary. 
  Coordinate the work of the communications team. 
  Perform other duties as assigned for the efficient and effective operation of IASB. 

 
Impact: 

  Board members and superintendents provide effective leadership for Iowa School Districts. 
  The work of the association staff is connected across all areas of the association. 
  The collaboration among educational groups serving public schools is strengthened and 

mutually enhancing. 
  Board/superintendent teams have the knowledge and skills to be effective advocates for 

public education. 
  The association is aware of member needs and continuously modifies programs and services 

to better serve board/superintendent teams in Iowa. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 



Iowa Association of School Boards 
Job Description 

Title:   Leadership Development Director 
Person in Position: Harry Heiligenthal 
Responsible to:  Executive Director 
FLSA Status: Exempt 

Essential Job Duties:  Develop and deliver school board member, superintendent and other education leader 
training based on credible education research and information. 

Qualifications:
1. Master’s degree and ten years combined teaching and administrative experience. 
2. Demonstrated knowledge of education research and other issues that impact student learning. 
3. Knowledge of school board roles and responsibilities. 
4. Experience in using technology to deliver instruction. 
5. Experience in delivering instruction to adults. 
6. Experience in developing curricular frameworks and materials.  
7. Excellent oral and written communication skills, with advanced writing, editing, proofreading and public  
 speaking/presentation skills.  
8. General competency in PC workstation office software, such as Microsoft Office applications. 

Essential Job Functions:
1. Maintain oversight and responsibility for content and preparation of Lighthouse Scale Up District Workshops 
2. Keep abreast of credible, quality education research that impacts K-12 student learning. 
3. Provide training/support for school board/superintendent teams related to research-based roles/practices for 

improving student achievement. 
4. Assist and support IASB initiatives for school district board/superintendent team development and training. 

Associated Functions: 
1. Project positive, optimistic image to staff, IASB members, vendors and others. 
2. Exhibit personal accountability and initiative by: 

a. Adhering to the staff operating principles. 
b. Following IASB procedures. 
c. Practicing effective teamwork. 
d. Accepting new challenges. 
e. Incorporating new learning. 

3. Coordinate multiple projects simultaneously and work under deadline pressure. 
4. Identify priorities among projects, seeking assistance when necessary. 
5. Perform other duties as assigned for the efficient and effective operation of IASB. 

Physical Requirements:
1. Able to sit at and operate a computer for extended periods. 
2. Able to occasionally lift and/or carry materials or equipment over 15 lbs. 
3. Able to occasionally walk and/or stand for extended periods. 
4. Able to speak clearly in front of small and large group. 
5. Able to drive a vehicle. 

Working Conditions: 
General office environment with intermittent statewide travel. 

Terms of Employment:  At will 



Evaluation:
Performance of this job will be evaluated in accordance with this job description, evaluation policy, and staff 
operating principles.  

This information is not designed to be a complete inventory of the job duties, responsibilities, and qualifications. 
Rather, it is designed to give the general nature and level of work to be performed by employees assigned to this 
job.

Revised: April 2010 

IASB reserves the right to change this job description for the  
efficient and effective operation of this association. 
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